PERFORMANCE EVALUATION FOR TRANSFERS & SEPARATIONS (PETS)

When an employee transfers within or separates from state government for reasons other than
documented disciplinary action, disability, illness or death, the Performance Evaluation for Transfers
and Separations (PETS) task should be used. This task is available regardless of the length of time
the employee’s performance plan has been in place.

The manager should use this task for these reasons:
1) Separation — (From State Employment)
2) Internal Transfer — (Within the Same Agency)
3) External Transfer — (Agency-to-Agency)
4) Manager Feedback — (from Separating or transferring Manager)
5) Retirement (Optional)

If the employee transfers or separates during the Interim Review (IR) or Annual Performance
Evaluation (APE), the managers will assess and document the performance of the employee by
completing the IR or APE.

Before launching the PETS task, the manager should ask the employee to update his/her goal
progress and add goal-specific comments and attachments, if necessary.

Note: This task must be completed in its entirety prior to the action being processed in Beacon. For employee
transfers, when HR processes the action, the NCVIP system will automatically transfer performance feedback
entered by the previous manager.

Upon notice that an employee is transferring or separating, the manager should launch the PETS
task. Once launched, there is a total of ten (10) calendar days to complete the entire task.

Step 1:

Step 2: Step 3:

Manager Employee Manager
Launch PETS Task Reviews and Signs Comments and Signs

5 Days 3 Days

PAVEN
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STEP 1. Manager Launches PETS Task

Steps you should take:

1. Manager/Supervisor: In NC Learning Center: Click “Performance Plans.”

Leaming Leadership Training HR Curricula My Team Reports Performance

Leamning Leadership Training HR Curricula My Team Reports Performance

Performance Plans Summary - Jane Manager

\% Launch Review h

Performance Reviews

3. (1) Select the radio button for “Someone else”. (2) Click the pop up button on the right <
and type in the employee’s name. (3) Click on the pop up button to select the Review Form.

Home Learning Leadership Training HR Curricula My Team Reports Performance

Performance Plans Summary - Jane Manager =
Launch Performance Review

Performance Review

Who is this review for?

Me
1 ® Someoneslse [ & 2

Which review form would you like to use? |Sé|éct Review Form 4,‘ 3
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4. In the Pop up box, select the form labeled, “Performance Evaluation for Separating
Employee (PETS).”

icula My Team Reports Performance

Select Review Form x

Review Form:

eelse  [Employee, John %]

w Form )

(7 Resulis)
Review Form Description

*FY 2015-2016 Documented Coaching Session - FY 2015-2016 Documented Coaching Session
Manager (DC S) OB SOLETE (DCS). Initiated by Manager.

*Performance Evaluation for Transfers & " .\
Separations (PETS) Perf. Eval. for Transfers & Separations (PETS)

FY 2015-2016 Docume oaching Session  FY 2015-2016 Documented Coaching Session
(DCS/2015) (DCS)

FY 2015-2016 Performance Improvement Plan  FY 2015-2016 Performance Improvement Plan

| )

5. (1) Enter the Date of Transfer or Separation. Contact your HR Representative at your facility to
determine the transfer/separation date. (2). Enter the Review Period. The Review Period
should cover the time period the employee spent under the Performance Plan. For example, if
the employee is separating on 10/15/16 during the 7/1/16-6/30/17 cycle, you would enter
7/1/16 — 10/15/16. Once this information has been entered, click “Launch.”

Launch Performance Review

Wheo is this review for? Me

* Someone else

|Er“||3|0‘,-ee. John >(|

Which review form would you like to use? |"PEI‘fGI’I’“‘|Ef‘:E Evaluation for Transfe w¢

1 Date of Transfer or Separation (mm/ddfyyyy) 10/15/16
Expiration Date: 10 days

2 What is the review period?  From|07/01/2016 [ Tol6/30/2017 =

*Performance Evaluation for Transfers & Separations (PETS)

Description: Perf. Eval. for Transfers & Separations (PETS)
Workflow:

Manager Complete Employee

Evaluation Eripines SET L

Manager Sign Off

*

4
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6. Once you click “Launch” in the step above, you will be automatically sent to the Performance
Plans Summary page. DO NOT CLICK “LAUNCH REVIEW?” at this step in the process. Find
the “Separation” task you just created and click on it.

QU ENPIIR oo oo 4

My Assigned Reviews My Personal Reviews

o, d -t T et NP N WAy SRy v Y S

M
Show completed and expired tasks (2 Results)
Title / Description / Status Start Date  Due Date

\5” Complete Perf. Evaluation for John Employee (10/15/16) Perf. Eval. for Transfers & Separations (PETS) Not Started 0/29/2016  10/42016

\\}’ Review & Approve IDP for John Employee (FY 2016-2017) Individual Development Flan (IDF) In Progress 9/28/2016 1012/2016

7. Click the “Options” to add attachments if needed. Then click “Get Started”.

*Performance Evaluation for Transfers & :
Separations (PETS) Add Co-Planners

Attachmenis

John Employee Employes Details
7/1/2016 - 6/30,/2017 Print Review

0%

Overview

The Performance Evaluation for Transfers and Separations (PETS) may be used for four (4) scenarios:

= e IO, eE . Jce-ba 2d disciplinary a.aon a <o = roow successfully sodsfie. | . terms of K
rerforman e["'pm FEMEnT :'Ia . the employee should be rated a=z Does Mot Meet Expectations” on the goal or value
associated with the disciplinary action

Review Step Progression

@ Manager Complete @
Employee Evaluation

- 10/4/2016

Employee Sign OFf

Manager Sign Off \

Get Started
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8. (1) Select the appropriate option under “Separation Type”. Contact your HR Representative
at your facility to determine the correct separation type. (2) To review goal-specific comments
and attachments, click on the drop-down menu in each goal section and select either “Goals
Page Comments” or “Goals Page Attachments.” (3) Click on the drop down and rate each
goal. (4) Below the rating drop down, there is a space to enter any comments to support the
rating. Once all goals have been rated with supporting documentation, click “Save and
Continue.”

*Performance Evaluation for Transfers & Options ~
Separations (PETS)

John Employee

TS 2016 - 63072017

0%

Goal Rating Section

Assign each individual goal a rating using the rating scale provided below in the “Select” dropdown menu for each goal.

Click an the auestion mark icon to read descriptions of each aozl ratino

associated with the disciplinary action.

er Permormance lmproveme Fia ne empioyee sNOUIC De rated as  Loes NOT ieel eXpectalions on thne

SEPARATION TYPE: (Select Appropriate Option)

») Separation - (From State Employment) 1
Internal Transfer - (Within the Same Agency)
External Transfer - (Agency-to-Agency)

Manager Feedback - (From Separating or Transferring Manager)

DPS5=-HR=POD STAFF DEV SPECIII - HRIS>CUSTOMER SERVICE AND COMMUNICATION 2 -

. - . _ R i X e - . - - Goals Page Comments
Manage client relationships by delivering responsive, informative, & positive experiences fo

providing quality service. Assess program needs with input from leadership and stakehold Goals Page Attachments

Progress:

Status: On Track
Start Date: 7/1/2016
Due Date: 6,/1/2017

mars

Weight:

Select N 3

W Select
1 - Does Mot Meet Expectations
2 - Meets Expectations
3 - Exceeds Expectations

Ny#A - Insufficient Time to Evaluate or LOA
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9. You will then rate each value and provide any supporting comments just as was done for the
goals. If you have already added comments to the DPS Values Goal in Step 8 above, you
may simply reference those comments by adding “See Values Goal”. After rating each value,
scroll to the bottom and select “SAVE AND CONTINUE”.

Statewide Core Value - Safety & Health -

Consistently demonstrates a strong commitment to providing state employees with a safe and healthy workplace. Proactively
identifies and reduces, or takes action to reduce, risks and hazards and abides by regulatory requirements. Understands the
importance of safe work practices and personal protective equipment, enables assigned employees to do the same, and acts
to correct unsafe conditions, not waiting for others to correct issues. Develops, implements, and evaluates work processes
(utilizes Hazard Recognition practices) that address immediate risk and also improves systems to address future risk

2 - Meets Expecta... ™ o
Comments:
B I S U == g RER

Back Save and Exit Save and Continue

10. The Summary screen shows the ratings you assigned your employee. Click “Back” if you
need to make changes. Click “Submit” if you are ready to send the task to the Employee
Sign Off Step.

Summary

Overall Ratinge
2 - Meets Expectations

Manager Complete
Employee Evaluation

Employee Sign Off Manager Sign Off

Goal Rating Section 2.0s3.0
2 - Meets Expectations

Organizational Values Rating Section 2'0-'"3-0
2 - Meets Expectations

overall @ 2'0-"'3-0
2 - Meets Expectations \

Page 6 NC Department of Public Safety 11/2016



Summary Screen Notes:

The system calculates the Goal Rating in each section based on the rating assigned to a goal, multiplied by the weight of
that goal. The overall rating in the Organizational Values Rating section is calculated the same way. (All values are
equally weighted.) The system calculates the Overall rating by averaging the Goal Rating and Organizational Values
ratings, each being worth 50%.

The first column, Manager Complete Employee Evaluation, shows the ratings you selected in both the Goal Rating and
Organizational Values Rating sections. The Overall score at the bottom of the Summary Table combines the goal and
values ratings for the PETS task.

If the overall rating calculated by the system is You will receive an overall rating in the PETS task of:
between:
1.0-1.6 1 = Does Not Meet Expectations
1.7-2.6 2 = Meets Expectations
2.7-3.0 3 = Exceeds Expectations

11. Once you click Submit in the previous step, you will be prompted to verify your submission.
Click “SUBMIT” again.

Submit Review

Cancel

The Evaluation is then sent electronically to the employee for review and sign-off (Step 2) along with
an email notification. After that, it will return to you for final review and sign-off (Step 3).
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STEP 2: Employee Reviews and Signs Separations Task

The employee will have two (2) days to complete the sign off for this step. This is not a hard
stop and will move to Step 3 on day 3 if it is not reviewed and signed by the employee within
the 2 day timeframe. Employee self-ratings are not conducted for this task. At this step, the
employee is able to review comments, attachments and ratings assigned to each goal and
value. The option is also available to add attachments on the overview page and print the
evaluation.

After the employee reviews their goals, values and overall rating, they have the ability to sign
and to add overall comments.

1. Upon clicking the MY TASK LIST from the LMS/NCVIP homepage, the employee will select
“Complete Employee Sign Off.”

Performance Reviews

My Assigned Reviews My Personal Reviews

Tite:
Show completed and expired tasks (2 Results)
Title Description Status Start Date  Due Date
\b‘? Complete Employee Sign Off (10/15/16) Perf. Eval. for Transfers & Separations (PETS)  Not Started 9/292016 1012016

2. Click “GET STARTED”.

Review Step Progression
Manager Complete o
Employee Evaluation

Employee Sign Off
+ 10/1/2016

Manager Sign Off

N
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3. (1) The employee can review goal-specific comments and attachments by clicking on the drop-
down menu in each goal section and select either “Goals Page Comments” or “Goals Page
Attachments”. (2) The employee will see the supervisor’s rating and comments (yellow
highlight below) for each goal. After reviewing each goal, the employee can scroll down and
select “Save and Continue.”

DPS5>HR>POD STAFF DEV SPECIII - HRIS>CUSTOMER SERVICE AND COMMUNICATION 1

. e . _ R ) S . o, . - Goals Page Comments
Manage client relationships by delivering responsive, informative, & positive experiences fo

providing guality service. Assess program needs with input from leadership and stakehold Goals Page Attachments

Progress:

Status: On Track
Start Date: 7/1/2016
Due Date: 6,/1/2017

Weight:

l Jane Manager (Manzger] Rated: 2 - 2 - Meets Expectations Review: *Performance Evaluation for Transfers & Separations [PETS) Time: 3/29/20L8 B:50 AM 2

4, Next, review each value just as you did for goals. After reviewing each value, scroll to the
bottom and select “SAVE AND CONTINUE”.

5. The employee will then see a summary screen that provides you with the manager’s rating of
the employee on the goals and values. The employee will also see the overall rating. After
reviewing, select “NEXT”.

*Performance Evaluation for Transfers & Options ~
Separations (PETS)

John Employee
7/1/2016 - 6/30/2017

6/%
Summary
_
Goal Rating Section 2. 0/30
2 - Meets Expectations
Organizational Values Rating Section 2'0/3-0 N/A

2 - Meets Expectations

Overall @ Z'OB-O
2 - Meets Expectations
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6. (1) The employee can make summary comments before (2) clicking in the acknowledgement
box and (3) clicking the Sign button. The final step is to (4) click Submit.

Sign-Off (PETS)

I Electronic Signature Agreement:

By clicking the acknowledge checkbox and the “Sign” button, you are signing this electronically, as your name appears in the

DE A K] oty lem amraa that um bavua Bad se e e nidu Fe rer o ~ mEire Aeciimant lafera Alielrime the

Signature, You agree and understand that this electronic document may be used similar to the ways in which paper documents

are used.
self
2 I acknowledge that providing my electronic approval is equivalent to signing this
9 g my P | gning 3
document and I understand that my electronic signature is binding,

BISU 5=:= £ &

Back Save and 4 _

The Evaluation Task returns electronically to the manager for final signature. The manager will
receive an email notification once step 2 is completed.
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STEP 3: Manager Comments and Signs

The manager will have three (3) days to complete the sign off for this step. At this step, the
manager has the option to add comments and complete the final sign off. This is a hard stop
and the task will not move beyond Step 3 if it is not reviewed and signed by the manager.

1. Upon clicking the “MY TASK LIST” from the LMS/NCVIP homepage, select the employee you
are completing the Separation Task for.

Performance Plans Summary - Jane Manader
\}’? Launc Complete Separating Manager Sign Off (03/31/16)

Performance Reviews

My Assigned Reviews My Personal Reviews

Show completed and expired tasks

Title /
\); Complete Perf. Evaluafion for John Employee (10/15/16)

W Review & Approve IDP for John Employee (FY 2016-2017)

Description

Perf. Eval. for Transfers & Separations (FETS)

Individual Development Flan (IDFP)

Status

In Progress

In Progress

(2 Results)
Start Date Due Date

9292016 10/2/2016

0/28/2016 101272016

2. Click “GET STARTED”.

Manager Complete o
Employee Evaluation
Employee Sign Off o

Manager Sign Off
» 10/2/2016

Review Step Progression

Reopen Step Get Started

N
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3. You will be able to conduct a final review of the Task including any overall attachments added
by the employee for goals and values. After reviewing each goal, scroll down and select
“SAVE AND CONTINUE”.

DPS5=HR>POD STAFF DEV SPEC III - HRIS>=CUSTOMER SERVICE AND COMMUNICATION -

Manage client relationships by delivering responsive, informative, & positive experiences for internal and external clinets,
providing quality service. Assess program needs with input from leadership and stakeholders within assigned area.

Progress:

Status: On Track
Start Date: 7/1/2016
Due Date: 6/1/2017

Weight:
7

' Jane Manager (Manager] Rated: 2 - 2 - Meets Expectations Review: *Performance Evaluation for Transfers 8 Separations (PETS)  Tinge: 9/29/2016 B:50 AM

Back Save and Exit Save and Continue

4. You will then review each value just as you did for goals. After reviewing each value, scroll to
the bottom and select “SAVE AND CONTINUE”

Statewide Core Value - Safety & Health

Consistently demonstrates a strong commitment to providing state employees with a safe and healthy workplace. Proactively
identifies and reduces, or takes action to reduce, risks and hazards and abides by regulatory requirements. Understands the
importance of safe work practices and personal protective equipment, enables assigned employees to do the same, and acts
to correct unsafe conditions, not waiting for others to correct issues. Develops, implements, and evaluates work processes
(utilizes Hazard Recognition practices) that address immediate risk and also improves systems to address future risk

o

' Jane Manager (Manzager] Rated: 2 - 2 - Meets Expectations

Review: *Performamnce Evaluation for Transfers & Separations (PETS) Time: 9/29/2016 9:36 AM

Back Save and Exit Save and Continue
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5. You will see one final overall rating. Select “NEXT” to advance to the signature page.

Summary
Cwerall Ratingg
2 - Meets Expectations

Manager Complete
Employee Evaluation

Employee Sign Off Manager Sign Off

Goal Rating Section 2.0)’3.0 M A 2'01"3-0

2 - Meets Expectations 2 - Meets Expectations
Organizational Values Rating Section 2'0"{3-“ MSA 2'01"3-']

2 - Meets Expectations 2 - Meets Expectations

Overall @ 2'0;3-0
2 - Meets Expectation;

o [

6. The manager will now complete the signature and approval of the Task by adding any
(1) summary comments, (2) selecting the Acknowledgement box, (3) Electronically signing,
and (4) Submitting.

Sign-Off (PETS)
I Electronic Signature Agreement:

By clicking the acknowledge checkbox and the “Sign" button, you are signing this electronically, as your name appears in the

BEACOMN syvstem. You 2lso agree that vou have had an opportunity to review the entire document before clickina the

Signature. You agree and understand that this electronic document may be used similar to the ways in which paper documents
are used.

2 i I acknowledge that providing my electronic approval is equivalent to signing this 3
N document and I understand that my electronic signature is binding. —

m
oy
"
(=
iii
i
4
i

"5

Na
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7. Click “Submit” again.

Submit Review

Cancel

8. The Confirmation screen will say: “You have completed this step of the Performance
Evaluation.” You will now be 100% complete with this step (3). To double check that your
Evaluation of the employee is now complete, you could then click on “Go to Action Items.” It
should no longer be in your Actions list. The PETS task is now complete.

9. To locate the PDF of the PETS task, go to PERFORMANCE then PERFORMANCE PLANS
from the main page.

earning

Leamning Leadership Training HR Curricula My Team Reports Performance

Goals

Hello, Jane, let's get started.

Performance Plans
| T

A - ’ | A e

10. Click the check box beside “Show completed and expired tasks.” All documents for the current
cycle will then be visible. Simply click on the document. It will open as a PDF document.

Performance Reviews

My Assigned Reviews My Personal Reviews

¥ Show completed and expired tasks

(13 Results)
Title Description Status Start Date Due Date
\5? Approve Perf. Evaluation for John Employee DPS-FY 2015 - 2016 Annual Performance Evalu... Expired TH32016 TH42016
\5? Complete & Sign Perf. Plan for John Employee DPS FY 2016 - 2017 Performance Plan Expired G/8/2016 6/20/2016
% Complete Perf. Evaluation for John Employee (10/14/2016) Perf. Eval. for Transfers & Separations (PETS) Completed 10/11/2016 10M14/2016
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